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 REGISTER CONTRACT PHARMACY 

 

Objectives: 

 Registering a Contract Pharmacy 

 Requesting to Terminate a Pharmacy 

 Adding other Contract Pharmacies  

REGISTERING A CONTRACT PHARMACY 

DETAILS EXAMPLE 

Contract Pharmacy (CP) 
Registration 

The Contract Pharmacy (CP) 
Registration form is an online-
automated process.  After the 
Contract Pharmacy Registration 
form is submitted, OPA reviews, and 
only after OPA approves, is the 
Registration Form available for 
viewing. 

 Registration process must be 
started and completed within the 
same browser session.  Form 
cannot be saved for later 
submission. 

 Pre-Qualification questions are 
based on a Covered Entity 
registered and approved in OPA. 

 System does not advance to the 
next section until the current 
section is completed and 
validated. 

 As system progresses through 
the process, it displays previous 
completed sections. 

Registering Contract Pharmacy 

1. Click the Register a Contract 
Pharmacy link on the HRSA 
340B Homepage. 
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REGISTERING A CONTRACT PHARMACY 

DETAILS EXAMPLE 

Instructions and Pre-Qual 
Questions 

Pre-Qual Questions are required.  It 
is recommended to discontinue the 
Registration if uncertain about 
questions, or required information is 
not available. 

 Use the scroll bars to read the 
Instructions in their entirety. 

 Answering No to any of the Pre-
Qual questions, returns users to 
the HRSA 340B Homepage. 

 

1. Click on Yes radio buttons. 

2. Click the  button. 
 

 

Errors Messages 

 Error messages display when 
required information is not 
completed with specific 
information about data missing 
or incorrectly entered. 
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REGISTERING A CONTRACT PHARMACY 

DETAILS EXAMPLE 

Search Criteria 

1. Enter a 340B ID number in the 
340B ID field, which is required. 

A partial number can be entered, 
and typically, multiple Covered 
Entities display when a partial 
number is used (i.e., FP320). 

Search Results 

2. Click the  button and 
the Search Results displays 
applicable Covered Entity, if 
actively participating in 340B 
Program.   

 

 

 

 

 

 

 

3. Select the radio button next to 
the selected 340B ID. 

4. Click the  button. 

 

Request to Terminate a Pharmacy 

 If there are existing contracts, 
with the selected Covered Entity, 
a request can be made to 
terminate an existing contract 
during the CP Registration 
process. 

 If no other contract(s) exist with 
the Covered Entity, the Request 
to Terminate a Pharmacy is 
omitted from the Registration 
process. 
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REGISTERING A CONTRACT PHARMACY 

DETAILS EXAMPLE 

1. Select radio button to request for 
contract termination. 

2. Click on checkbox   next to 
applicable Pharmacy Name. 

3. Enter a date in the Requested 
Termination Date field.   

4. Click the  button. 

 

5. Enter contact information in the 
Requestor Details section. 

6. Click the  button. 

 

7. Click the  button. 

 An email is sent to OPA when a 
Request to Terminate is 
requested.  OPA confirms the 
request before it is processed. 
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REGISTERING A CONTRACT PHARMACY 

DETAILS EXAMPLE 

Zip Code Search 

1. Enter a partial or 5-digit zip code. 

2. Click the  button and 
the Pharmacy Results table 
displays. 

 

Pharmacy Results 

 Pharmacy Search Results 
returns: 

-No results for Pharmacies with 
zip code entered. 

               Or 

-One or more Pharmacies with 
zip code entered. 

 

3. Select radio button for new 
Pharmacy needs to be created. 

4. Click the  button. 
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REGISTERING A CONTRACT PHARMACY 

DETAILS EXAMPLE 

Adding a New Contract Pharmacy 

 Request Contract Begin Date 
defaults to the current date.  The 
date can be changed to a future 
date, but not prior to current 
date.     

 All details added to a new 
Contract Pharmacy are 
completed in the Contract 
Pharmacy Details section. 

 Covered Entity Details includes 
the primary information about the 
CE, which cannot be edited.  

 During the CP Registration 
process, another contract can be 
added for the same Contract 
Pharmacy or same Covered 
Entity. 

 Click the Undo button to undo 
data entered. 

 Selecting the  for CE Primary 
Contact and CP Primary 
Contact, auto-populates the 
fields with the same contact 
information as the CE Signing 
Official and CP Signing Official. 
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REGISTERING A CONTRACT PHARMACY 

DETAILS EXAMPLE 

Completing CP Registration Form 

1. Enter information in all fields as 
required. 

2. Click the  button and if 
No other contracts are to be 
added, the Contract Registration 
process continues. 

 

Adding Contracts 

 Multiple contracts can be added 
during the Contract Pharmacy 
Registration process.   

 Only one option can be selected 
for Yes, not both. 

 Options are:  

No is default for Adding 
Contracts section.   

Indicates the CP Registration is 
complete and navigates to 
Confirmation page. 

Yes to adding another contract 
for the same Contract Pharmacy. 

Provides option to add more 
contracts to the same CP with 
additional Covered Entities. 

Yes to adding another contract 
for the same Covered Entity. 

Provides option to add more 
contracts for additional Contract 
Pharmacies. 
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REGISTERING A CONTRACT PHARMACY 

DETAILS EXAMPLE 

Confirmation  

1. Click the  button. 
 

 

Adding Another CP to Same 
Covered Entity  

2. Enter partial or 5-digit zip code in 
the Pharmacy Zip field. 

3. Click the  button and 
the Pharmacy Results table 
displays with applicable 
Pharmacies for Zip Code. 
  

4. Select a radio button next a 
Pharmacy Name. 
Or  
Select the radio button next to 
the field:  The requested 
Pharmacy is not is this list.  A 
new Pharmacy needs to be 
created.    

5. Click the  button. 
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REGISTERING A CONTRACT PHARMACY 

DETAILS EXAMPLE 

Contract Pharmacy Details 

 Covered Entity Details are view 
only.   

 Contract Pharmacy Details 
section is view only if the 
Pharmacy was an existing 
pharmacy.   

 If a new Contract Pharmacy is 
being created, it requires 
entering the Pharmacy Details 
(i.e., Name, Address). 
 

1. If applicable, edit CE Signing 
Official and CE Primary Contact 
fields.   
 

Auto-populates from the 
original CP Registration. 

 

2. Enter CP Signing Official 
Contact Information. 

3. Enter CP Primary Contact 
information. 

4. Click the  button. 
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REGISTERING A CONTRACT PHARMACY 

DETAILS EXAMPLE 

5. Click the  button to print a 
copy of the Contract Pharmacy 
Registration form.   

6. Click the  button and a 
pop-up window displays a 
reminder message to print the 
document. 

 

Always print a copy of 
your Online Registration 
form.  If you do not print, 

there is no way to retrieve a 
copy for your records. 
 

7. Click the  button and 
return to HRSA 340B 
Homepage. 
 
 

 

Print Version of Online Contract 
Pharmacy Registration form 

 New browser window opens and 
displays print version of Online 
Contract Pharmacy Registration 
form. 

 Use Print… button under File on 
browser menu toolbar. 
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REGISTERING A CONTRACT PHARMACY 

DETAILS EXAMPLE 

 

 Contract Pharmacy Online 
Registration Form for the 340B 
Program 
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REGISTERING A CONTRACT PHARMACY 

DETAILS EXAMPLE 

Email Notification 

 Once OPA reviews and 
approves Contract Pharmacy 
Contract, an email is generated 
to CE Primary and CP Primary 
Contact. 

 Email notification provides the 
effective date of the contract, 
along with easy-to-follow 
instructions on accessing the 
information in the HRSA 340B 
System. 

 

 

 

Viewing Contract Pharmacy 
Details 

1. Click on Search Contract 
Pharmacies link on the HRSA 
340B Homepage. 
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VIEW CONTRACT PHARMACY 

DETAILS EXAMPLE 

2. Enter information in the CP 
Search Criteria fields. 

3. Click the  button 

 

 

4. Click on the Detail link next to 
the applicable contract and the 
Contract Details screen displays.    
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VIEW CONTRACT PHARMACY 

DETAILS EXAMPLE 

5. Review Contract Details screen, 
which is view only. 

 
If changes are needed, 
inform OPA at 1-800-628-
6297. 

 

6. Click the  button and 
the CP Search screen displays. 

 

Searching Contract Pharmacy 

The CP Search Criteria screen 
provides navigation to select and 
view Contract Pharmacy Detail 
records, export data for reports, and 
generate data export spreadsheets.  
The more criteria entered, the more 
filtered the Results. 

 State field:  Defaults to All.   

Tip - Multiple States can be 
selected by holding down the 
Control key. 

Tip – Select a range of states by 
holding down the Shift key.    

  button initiates the 
search. 

  button clears the fields. 
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SEARCH CONTRACT PHARMACY 

DETAILS EXAMPLE 

 Entity Name field searches on: 

Partial names entered for 
Covered Entity and Subdivision 
Name.   

Entity Name returns results with 
Entity/Subdivision Names as part 
of the name.  Enter East in the 
field, search results would 
include combinations for 
Covered Entities with “east” in 
the name.  Returns could be 
names such as, Eastern 
Hospital, Southeast Center, etc. 

 

 

CP Advanced Search Criteria 

Advanced Search Criteria provides 
advanced query options for specific 
criteria.   

 Selecting from the drop-down, 
auto-populates the date range 
fields. 

 Date range fields can be 
changed. 

 

 

CP Search Results 

 The CP Search Results table 
provides links to the Contract 
Details, Covered Entity Details 
and the Pharmacy Name 
screens, which are view only.   
 

1. Click the Search Contract 
Pharmacies link from Menu bar 
or from HRSA 340B Homepage. 

2. Enter applicable search criteria. 

3. Click the  button and 
the Search Results table 
displays.  
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SEARCH CONTRACT PHARMACY 

DETAILS EXAMPLE 

CP Search Results 

 The Search Results display in 
uniform table format.   

 Number of rows display default 
is 10, can be set be to 10 to 200 
rows.   

 
 Columns are sortable. Click the 

column heading to change sort 
to descending order. The default 
is by ascending order. 

  checkbox selects all 
records in the Search Results 
table.   

 Click a Detail link next to which 
displays the Contract Pharmacy 
Details record. 

 Click on a 340B ID number        

(i.e.,  ) which links to 
the Covered Entity Details 
record.   

 Click a Pharmacy name link (i.e., 
Evers Pharmacy) and basic 
details and link to CP Details 
display. 

  button 
returns to Search screen, with 
results maintained. 

  hides the 
Search screen. 

 

Provides total number of results returned. 

 

 

 

 Lists number of pages 
at the bottom, which 
changes if the number 
of rows is changed.  Click on the next number to view 
the next group of records. 
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VIEW CONTRACT PHARMACY DETAILS 

DETAILS EXAMPLE 

Viewing Contract Details 

1. Click the Detail link for the 
applicable Contract Pharmacy. 
 
 

 

2. CP Contract Details record 
displays, which is view only. 

3. Click the  button and 
the CP Search screen displays. 
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VIEW COVERED ENTITY DETAILS 

DETAILS EXAMPLE 

Viewing CE Details 

 Covered Entity Details record 
displays record in entirety. 

 Provides relevant CE information 
(i.e., Address, Date Info, 
Medicaid Billing, Contacts, etc.) 

 Contracts Table provides list of 
active and terminated CP 
contracts associated with the 
Covered Entity. 

Includes links to view the CP 
Details records. 

Includes links to Pharmacy 
Name. 

 Related Entities Table provides 
overview of related entities to the 
main Covered Entity, along with 
340B ID link to each. 

 Parent/Child Detail Table 
provides Parent/Child 
assignment for each associated 
Covered Entity, and 340B ID link 
to CE Details. 
 

1. Click the 340B ID link (i.e., 

) for applicable CP 
record on the Search Results 
table. 

 
2. View Covered Entity Details 

record, which is view only. 

3. Click the  button to print 
a copy of the record. 

4. Click the  button and 
the CP Search screen displays. 
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VIEW PHARMACY NAME 

DETAILS EXAMPLE 

Viewing Pharmacy Name  

 Provides access to view 
Pharmacy Details, Contracts, 
and Covered Entity Details. 

 

1. Click the applicable Pharmacy 
Name link (i.e., ADRX 
Pharmacy), and Contract 
Pharmacy Details screen 
displays. 

 

2. View Contract Pharmacy Details, 
which are view only.    

3. Click the  button and 
the CP Search screen displays. 
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DATA EXPORT  / EXPORT RESULTS 

DETAILS EXAMPLE 

Export Results 

 To export data for specific 
Contract Pharmacy records,  
initiates from conducting a CP  
Search. 

 

 

 
 

1. Enter search criteria and Search 
Results table displays. 

2. Click on checkbox(es)  for 
applicable Contract Pharmacy 
record(s). 

3. Click the  
button, and the Contract 
Pharmacy Data Extract screen 
displays. 
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DATA EXPORT  / EXPORT RESULTS 

DETAILS EXAMPLE 

4. Select checkbox(es)  for 
headings to be unselected for a 
particular section, or select 
specific checkboxes to 
unselected.   

 Default setting is:  all 
checkboxes are blank. 

 Select All – all categories and 
checkboxes are indicated. 

 Category headings (i.e., Covered 
Entity Details) indicates all 
checkboxes for that heading. 

 Individual checkboxes indicates 
only a checkbox for a particular 
item listed.   

 Click on checkbox to deselect. 
 
 

5. Click the  button and 
the File Download window 
displays. 

 

6. Select  button to 

open file, or  button 
to save file. 
Verify Search Results window 
displays. 

 

 

7. Click the  button to 
and the Excel spreadsheet 

displays.  Or, Click the  
button to cancel. 
 

 Excel spreadsheet displays.  
This is a partial view. 
 

 

 
 
 

 
 

 
 
 
 
 
 
 
 
 

 

 


